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Oﬂice MEWZOVﬂﬂd%m * UNITED STATES GOVERNMENT
TO Advisor for Hanasement, DATE: { June 1051
FROM

Chief, Adminictrotive Services

SUBJECT: (TA Procedural Manual

1. In accordance with your memorancdiun of 21 May 1951 ,
Torwarded herewith are drafts of procedure regulations to be
5X 1 included under the Series of the CIA Regulation Manual.

; 25X1A The[ ] Series of the Regulations have bren rewritten at the
| Same time to eliminate the procedures presently included there-
in,

2. The Transportation and General Services procedures are
still in process and will be forward:d as soon as they are

Comploted.
=)
25X1A
Attachments ]
ILLEGIB
BRI E el A

€A Ay Y qy T':!‘h
RESTRIBTER

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130023-5



ILLEGIB
Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130023-5

Next 3 Page(s) In Document Exempt

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130023-5



""" “Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130023-5 73338 .

Oﬂice Memomnd%m e UNITED STATES GOVERNMENT

TO Acting Chiel, Orpanization & Hebhods Service DATE: 10 ijareh 12472

2

FROM : feting Assistunt drector,
Resecorch aond Reports
SUBJECT: Services fvailable from the OLfice of Heseareh and Reports

REMISRENCE:  Proposed CLA Repulation Noo[::::::] 20 February 19452

Femorandum from Acting Chiel, O & i Service

LU ds expected thuelb most conbacts will be informal aad personile
For cstablishing rew contacts, however, and as a ceneral sudce, the
Following Jist of services with the degignation of the respongible
O unit is Lurnished:

Intellipgence support in gencrol and intormation on Regenrael
and Reports pulilicotions -~ Reports Livie

5100l

2o Support Lor ational Bstimates and for the feenomic Intelli-
mence Doinlthee == Oilice of tie Assisbant Uircebor.

3. dvalnations and coordination of requirements -- Requirenents
and Control yivision.

and praphic support -- Jartosraghy Iransh,
vision.

L. Cartograshic

Geosranhic

(Requests for the o pilation, drafting ard reproduction of
¢ new maps For inclusion in reports and for olbher purposes aad
requirements for rraphic swoeort, involving the desien and

execution of charts and other visual aids, are fulfilled by

s L3y

this Branch. Requests may be subndtted by memorandwa or in
DErson. )
Lo HMap veference services -- jlap Library Branch, Georraphic
Division.
for vraference napz obbtainable from foreipn and
v €8, including the several US map producing

1d be directed to this Branch. Information on
foreign place name locubions is also provided. Lemests may
be submitied by memorandum, by telephone (ext. or by
calling in person at the refersnne desk in the Washingzton

25X1A .)

25X1A s/AdORRL___ /et
Distribution:
Orig and 1 - Addressce 2 - S/Ad/ORR
2 ~ OAD/ORR

ax 12 i

]
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20 February 1952

MEMORANDUM FOR: Assistant Director for Research and Reports
Assistant Director for Operations

25X1A
| SUBJECT : Proposed CIA Regulation No.[ | Procedures for
, Using the Facilities and Sorviees of Office of Collection
and Dissemination.

1. There is being prepared & CIA Regulation for inclusion in the
25X1A |:| series of the CIA Manusl, which will cover certain intelligence
services available to various components of the Agency and outline pro-
cedures to be followed in obtalning such services.

2. It is recommended that procedures for utilizing the facilities
and services of your Offices be included in this Regulation. For your
guldance in preparing such procedures, there is attached a copy of pro=-
posed Regulatlon submitted by the Office of Collection and Disseminstion.

3. Meterlel for inclusion in the proposed Regulation should be
submitted to this Office no later than 10 March 1952.

25X1A

Acting Chlef, 0 & M Service

ATICHS
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SECRET
Security Information

18 December 1951

MEMORANDUM FOR: Each Assistant Director

SUBJECT: Examination of Intelligence Publications

1. In order to provide more systematic handling of the initiation of
nev intelligence publicatlons in the Agency, the Assistant Director for
Intelligence Coordination has been assigned the responsibility for insuring
that:

&. The publicatlion of information contained in the issuance is
within the functional cognizance of CIA and the originating Office.

b. The publication is properly coordinated and integrated with
other Intelligence publications issued by both CIA and other in-
telligence agencies.

¢. The requirements of intelligence consumers are most efficlently
and economically satisfied.

2. In discharging this responsibility the AD/IC will consult with both
producers of the publication and end-users on the substantive aspects of the
publication in question and with the Advisor for Management on functional
and other administrative aspects. He will also insure that the interests
of this Agency and other agencies' are reconciled.

3. 1In the event of disagreement the AD/IC will refer the problem, fully
documented, to the DICI for decision.

L. AD/IC will be responsible for conducting periodic review of existing
intelligence publications with the parties concerned and report semi-annually
to the ICI on the status of the Agency's intelligence publications.

Deputy Director of Central Intelligence

SECRET
Security Information
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Assistant Director for Intelligence Coordinetion

Chief, O & M Service

Intelligence Publications

REFERENCE: Memorandum deted 6 March 1952 from the Deputy Directow

(Intelligence) to the Ascistant Directors for National
Bstimates, Research and Reports, Sclentific Intelligence,
Current Intelligence and Collectlion and Dissemination.

.. 1. The referenced memorandum, together with categories of Inw-

telligence Publications listed in TAB A, contuain information which

might well be incorporated in the CIA Manual. A new regulation

entitled "Intelligence Publications" for inclusion in the [] series 25X1A

is suggested.

2. If you concur in this suggestion, your assistance in
preparing such a Regulation will be appreciated.

3. Will you please return the attachments, together with
any comments or suggestions you may wish to make, by 2 April 1952.

W. L. PEEL

ATICHS.
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SECRET
Security Information

18 Junuary 1952

MEMORANDUM FOR: All Holders of the CIA Munual

SUBJECT: Procedures for Inclusion in the CIA Mznual.

1. The attached CIA Regulations constvitube the initisl
icsuances for lnclusion in the procedural section, |:| series, 25X1A
of the CIA Manual.

2. TFor the convenience of all Menual users, the procedures
are numbered within the [ |series to correspoud to the fgency
Regulations from which they derive. 25X1A

3. As additional procedures are developed and wpproved

lur publication they will be disseminated to holders of CIA
Manuals.

WALTER REID WOLF
Deputy Director
(Administration)

Attehs: 10 Regulations

SECRET
Security Information
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SECRET
Security Information

25X1A  GENTRAI INTELLIGENCE AGENCY REGULATION NUMBIR | |
T April 1952
25X1A
[ ] PROJECT REVIEW COMMITTEE PROCEDURES
25X1A A. The following procedures will govern the preparation, submission, and process~
ing of projects submitted to the Project Review Committee (CIA R lalion
(1) The sponsoring office will:
25X1A (a) Determine whether Project Review Committee action is required by
: CIA Regulation NO‘I:' In case of doubt, consult the Comptroller.
(b) Obtain approval in principle from the appropriate Deputy Director
and permission to Aecessedsiex submit the project to the Project Review
Committee.
25X1A (c) Prepare the project for presentation to the Project Heview Committee
in staff study form (CIA Regulation No.|:L|

(1) The following points, as appropriate, and such other informa-
tion as any particular project may demand should be covered
- either in' the staff study proper or supporting annexes:

(a) Description of the project and its purpose. Is the pro-
ject a new one or an augmentation or redirection of an
old project? Timing for implementation and completion
with phasing indicated.

(‘E) Nature and extent of policy and program approval relied
upon as authorization for the detailed action proposed
in the project,

(g) If prior policy and program approval has not been estabe
lished, what policy and program objective, if any, will
be established by approval of this project?

(ii.) Congressional implications, if any, and action recommend-
ed with regard thereto,

(e) Administrative and operational support requirements, such

T as personnel, facilities, cover, communications, technie—
cal services, money, etc,, indicating quantities, dates
required, and phasing.

(_i_‘_) Support requirements of other Government agencies and are
rangements made for coordination with or support by such

-l

SECHET
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25X1A CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER |
T April 1952

agencies if the project is approved. Commitments involv—
ing transfer of funds to another agency must not be made
until the project is finally approved by compelent au~
thority.

(g) As an alternative to (g) or (£), why operational or admin-
istrative support has not been planned. Recommendations
with regard thereto. Normally, projects should be submit-
ted without such plans only when, in the opinion of the
appropriate Deputy Director, it is desirable to obtain
Committee approval in principle prior to undertaking staff
work to develop detailed plans. In such cases, if the
project is approved in principle, it shall again be re
viewed by the Commmittee when proper support plans have
been developed, unless otherwise specified in the project
approval,

(h) Total cost, phased by fiscal year if appropriate, and
whether use of vouchered or unvouchered funds is recome
mended. Estimeites should be supported by detailed costs
to include, as appropriate:

1., Personnel.

2. Items and services to be procured through facilities
other than Government agencies,

3. Items to be procured from or through other Government
agencies,

L. Acquisition or rental of real estate and construction
of facilities.

5. Other expenses.

6. Where possible, other liabilities which may be in-
curred now or in the future.

(d) Obtain the concurrence or comment of other offices which will have
any responsibility for implementation or support of the project if
it is approved, including, where appropriate, the General Counsel,
Assistant Deputy Director (Administration) s=Inspeetion.and Securie
ty, and the Comptroller, i

(e) Submit the original and six copies of the project to the appropriate
Deputy Director.

O
SECRET
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CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER' |

25X1A

25X1A

(@)

(3)

(L)

(5)

(6)

(7)

FOR THE DIRECTOR OF CENTRAL TNTELLIGENCE:

7 April 1952

Aﬁ Deputy Director, as an individuoa% member of the Project Review Come
mittee, may, under the provisions of Regulation No. d approve aoift the
project if it does not exceed 25,000, in which case he shall forward
his approval to the Recordipg Secretary of the Project Review Committee.
Projects not approved by@ Deputy Director but which he desires to
have reviewed by the Committee shall also be forwarded to the Recording
Secretary.

When the project has not already been approved by an individual member
of the Committee, the Recording Secretary of the Project Review Commite
tee, after coordinating any additional staff review deemed appropriate,
shall see that each regular member of the Committee and the Comptroller
receive,fé a copy of the project at least forty-eight hours prior to the
meeting at which it will be reviewed, He shall also make the necessary
arrangements for the Project Review Committee meeting and the attend-
ance of appropriate personnel,

The Project Review Committee will:

(a) Approve or disapprove @ff the project with appropriate exceptions,
limitations, etc., if it does not exceed $25,000, or

(b) Recommend to the Director approval or disapproval of the project
with appropriate exceptions, limitations, etc,, or

(c) Return to the sponsoring office for modification and resubmission.

The Recording Secretary of the Project Review Committee will advise the
sponsoring office and the Comptroller of final action taken on all pro-
Jjects forwarded to him by a Deputy Director. When a project is approved,
the Recording Secretary shall also give appropriate written notice to
all Deputy Directors.

Projects submitted which do not comply with this Regulation will be re-
turned to the sponsoring office without action,

The Comptroller will report to the Project Review Committee any obliga-
tion of funds without approval of the Director or the Committee which,
in his opinion, is improper without such approval. He shall also submit
to the Deputy Director (Administration) a quarterly report showing the
financial status of projects,

< April 1952
Deputy Di’r{ector Effective:{

(Administfation)  Restheve:e
PRE“Prssedural-~
=Jom Memoranda:-L-&. 2
SECRET attboReg[ |  25X1
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Oﬁice Memawmd%m e UNITED STATES GOVERNMENT

LA et sty A 0]

Eumoative Roglatry

TO : Assistant Deputy Director (Administration) DATE: 10 August 1951

FROM  : pdvisor for Management

25X1A SUBJECT: Regulations |

1. Attached hereto are two proposed procedures for the Pro-
cedures Manual. You will note, of course, that the Procedures
Manual numbers duplicate the Agency Regulation number for reference
purposes. Your decision on this will provide us with a guide for 25X1A
other similar cases. My question specifically on|:g|_is: Do
we need this at all? It would seem to me that the Regulation is
clear enough and certainly there is no harm in not including a pro-
cedure in the Manual if it is well understood in the Regulation.
Further, I think tha is a typical exception of one that 25X1A
we are not writing on a clerical level, and of course, the basic
premise of the Procedures Mamal is that primarily it is written
for the use of the working levels of the Agency.

2. Regulation |:|showing a model, would be helpful to 25X1A
every echelon. It is now published by Notice [ | We think it 25X1A
is a simple example of a good procedure which should be included,
as it helps the senior employee and tells the lowest working echelon
how to prepare the staff study that the boss is dictating.

25X1A

2 Attach.
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NUMBER I—L 25X1A

PRESENTATION OF PROJECTS FOR PROJECT REVIEW COMMITTEE ACTTION
(Regulation[ ] Paragraph F) 25X1A

A.

c‘

Initisl action by sponsoring Offices.

(1) Determine whether PRC action is requirved by Regulation |:| 25X1A

(2) 1In case of doubt, comsult the Comptroller. .

(3) If PRC action ie required, Office head will arrange for preliminary
consultation with appropriate Deputy Director.

Preliminery action by Deputy Director

(1) Provide preliminery determination of propriety and desirebility
of proposed project. ’

(2) Inform sponsoring Offlice head of this determination.
Further action by sponsoring Office
(1) Complete initiel staff work and documentation to include:

(a) Project description and purpose.

(b) Neture (new, sugmentation, redirection, etc.)

(¢) Timing for implementation and completion.

gd) Operational support requirements (0OAD, R & D, Commo, Tng.)

e) Administrotive support requirements (Personnel , Facilities,
Equipment and Supplies, Services, etc.)

(£) Type of funds (vouchered or unvouchered).

(g) Estinmated cost, by fiscal year and phased if appropriste.

(h) oOuteide agency support requirements, if any.

(1) Intra-agency coordination, if necessary.

(2) Review end action by Office head.
(3) Refer to Project Review Committee.
Action by Project Review Committee

(1) Provide for staff review (to be coordinated by Executive Assistant
to Director) to determine practicability, to includes

a) Avallebility of funis.

b) I & 8 advice if appropriate.

¢) Legal advice if appropriate.

(4) Congressionsl implication, if any, and action required.

(e) Any necesssry arrengements for coordination with or support by
othex sgencies.

{#) Any necessary internal coordination.

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130023-5
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JTRAL INTELLYGENCE AGENCY REGULATION NUMBER | | _,,________25X1A

(z). Determivation of capabllity of following support echelons to
provide adequate and timely support, and recommendation for
additional means 1f necessary:

(1) Eech Administrative Office involved.
ga) Training.

3) Communications.

é"; Operational Aids.

5) Research and Development.

(h) Determination of capebility of sponsoring Office to carry
out the project operationally, and recommendation for
additional means if necessary.

2) Committee review and action on project.

3) Imstruet sponsoring Office to inltiate action if project is
approved.

(4+) Instruct Comptroller to report quarterly to the Committee the
status and progress of the project.

E. Action by Sponsoring 0ffice After Approvel

(1) Implement the project, upon receipt of approval, in accordance
with presently established procedures for revieion of tables of
organization, personnel procurement, procurement of equipment
and supplies, and provision of administrative services as
authorized for the project.

F. Action Charged to Comptroller

(1) The Comptroller is charped with reporting to the Project Review
Committee any project inltiated without prior PRC action when, in
his opinion, prior PRC review would be desirable.

/

“De
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MEMORANDUM J'OR ¢

BULJECT

RESTRICTTD
Secwity Information

25 January 1942

All Holders of the CIA Regulations

Revision of CIA Regulation Number [:::::] 25X1A

1. The Director has re-emphasized his desire that
action papers Le prepared in the form of a staff study.

2. The attached revision of CIA Regulation | | 25X1A
dated 12 January 1652 will be follpwed ip sll futire

stafi studies.

25X1A

WALTER REID WOLL" -
Deputy Directore
(Adminis bration)

RESTRICTED
Security Information
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Assistant Deputy Director (Administration) Vo 10 August 1951

Advisor for Management

Rogulations | |

1. Attached haereto are two proposed procedures for the Pro-
cedurcs lanual. TYou will note, of cowruey that the Mrocedures
lanual numbers duplicate the Apgency Regulation numbor for reference
purposas, Your deeisicn on this will provide us with i gulds for
cthmr similar cases. iy question specificelly on [ Jis: Do
wo need this at 211? It would seem to we that the Regulation is
clezar enough and certainly there is ne harm in not including a pro=
cedure. in the Manual if it is well widsrslcod in the Regulation.
Further, I think 1;11&11:| is a typical exception of one that
wa are nobt writieg on a clerical level, and of course, the basic
premige of. the Procedurss Manual is that primsrily it is written
for the use ol the working levels of the Agency.

2. Regulation[ _|showing a model, would bo helpful to
every ochelon. It is how published by Notice[  |o We think it
iz a simple example of a good procedurc whrich should be included,
ag it helps the senior empleyec and tells the lowest working echelon
how to prepare the staff study that the boss is dictating.

2 Atbache
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NOV o 1958

MEMORANDUM FOR: All Assistant Directors
All Sstaff Chiefs

SUBJECT : Secrecy and Security Agreements

l. #8ecrecy Agreementsh, “Security Agreements" and similar
agreements are the concern of the Assistant Deputy/I&S. It has been
noticed that some offices are independently drawing up such agree-
ments without the approval or knowledge of the CTA Securivy Officer.
This practice has resulted in confusion and some duplication of effort.
Therefore, in order to better control these security agreements, to
maintain a complete file of security agreement forms and to assure
appropriate legal and security guidance, the attached regulations
are proposed.

2. Your comments or concurrence is requested.

25X1A

b

%onel s GSC

Att: (2]
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SECURITY INFORMATION

21 Noveuber 1051

MEMORAITDUM FOR: Mr. |:| 25X1A

SUBJECT: Secrecy and Security Agreements

My concurrence on ‘the attached paper is with the follow-
ing coamment: I believe that paragraph d. as revised below
would not only make this regulation more palatable in the
Agency but would also result in a more effective handling of
such agreements.

The Assistant Deputy (Inspection and Security) will
coordinate with the General Counsel vhenever necessary.
Ie will after consultation with the requesting office,
as necessary, approve, disapprove, cor modify the proposed
agsreement.

25X1A

JIMES Q. REBER
Asgistant Director
Ngedlipence Coordinabion

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130023-5
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CONFIDENTIAL
Security Information

{ 25X1A
| CLENTRAL INTELLIGENCE AGENCY REGULATION NUMBER! |
|

| 25X1A l:l PERSONNEL INFORMATION FILES (See CIA Regulation No.[ | 2EX1A

; A. The following procedures are established for changes and additlons to
i Personnel Informetion Files:
|
|

(L) Designated personnel will withdraw from the Office Personnel

Information File those cards affected by a change, after which
N the type of change, reporting date, item(s) affected by the
change, and an indication as to whether the employee is to be
included in the telephone directory will be entered after the
appropriate headings on the card. Prepare & new card for each
new employee, ircluding appointments and transfers,

(2) The "remarks" portion of the Persomnel Information Card will be
used primarily to explain the following actions:

(a) Name Change: Briefly explain the reason for this type
of change.

(b) Transferees within or between offices, including trans-
ferees from vouchered to unvouchered funds: Enter the
Office to which the employee is transferred and date the
employee is physically transferred.

(¢) Resignations: Inter "Resigned."

B. The Machine Records Branch, upon the receipt of Perscnnel Information Cards
will, when appropriate, process new cards, forward them to appropriate
Offices, and notify all components of the asgency of changes with which

e la e~ ateteled
they aisc conecrned.

25X1A

Deputy Dirgttor Effective:
(Administfation)

CONFIDENTIAL
Security Information

-1~
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29 February 1952
MEMORANDUM FOR: Deputy Director (Administration)

SUBJECT : Proposed Revision of CIA Regulation No. :| 25X1A
Time and Attendance Reports

1. The only change in the atbtached revision of CIA Regulation
No.[ is in paragraph A (2), which has been revised to specify
that Time and Attendance reports will be collected by the regular
courier service from the regularly scheduled collection point in each
Office.

2. As presently worded some Offices have been under the im-
pression that special couriers would be provided to pick up the Time
and Attendance reports. Responsibilities of Administrative Officers
as stated in paragraph C remain unchanged.

3. This revision was requested by the Chief, Administrative
Service and has the concurrence of the Fiscal Division, Finance
Office. No other coordination has been effected.

4. Recommend approval. i

25X1A

W. L. Peel
Chief, General Services

Attch.

4

sion

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130023-5



25X1A

25X1A

RESTRICTED

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130023-5
‘ Security Information 25X1A

CENTRAL INTELLIGENCE AGENCY REGULATION NUMBERl |

A.

TIME AND ATTENDANCE REPORTS

In order to expedite the transmission of Time and Attendance Reports
(Form No. 34-42, August 1951) to the Fiscal Division, Payroll Branch,
which is necessary to assure prompt delivery of pay checks, the following
procedures are placed into effect:

(1) Administrative Officers will assemble Time and Attendance Reports
for the previous pay period prior to 1400 hours the first normal
work day of each pay period.

(2) The Administrative Service Office courier system (as for check de-
livery) will be used to collect the Time and Attendance Reports from
[gach Office registry, or other regularly scheduled point of collectionij
for delivery to the Fiscal Division, Payroll Branch prior to 1600 hours,
the first normal workday of each pay period.

(3) The block entitled "Telephone", on Form No. 34-42 need not be filled
in. However, each Office shall report the name and telephone number
of the senior Time and Attendance Clerk for each of its allotment
accounts to the Fiscal Division, Payroll Branch.

(k) It is not necessary for an employee to initial his Time and Attendance
Report for overtime or holiday time worked.

Delays in submitting Time and Attendance Reports may be avoided by heving
employees initial them prior to taking or immediately upon returning to
duty from leave,

This procedure is intended to provide courier service for the pick-up of
Time and Attendance Reports. However, if the reports have not been picked
up or made avallable to a courier by 1400 hours, it will be the responsi-
bility of the Administrative Officer concerned to immediately utilize other
means for delivering Time and Attendance Reports to the Fiscal Division,
Payroll Branch.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Deputy Director Effective:
(Administration) Rescind : Page 1 of[::::::::]
29 December 1951
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Oﬁice Memomndzzm * UNITED STATES GOVH

TO + Chief, Organization and Methods Service DATE: 25 Tebruary 1952 25X1A

FROM : Chief, Administrative Service
SUBECT: Revision of CIA Regulation| | 25X1A

1. It is proposed that the following revision be mde
in Paragraph A (2) of CIA Regulation |:| 25X1A

"The Administrative Services Office courier
system (ag for check delivery) will be used
to collect the Time and Attendance Reports
from /each office Vregistry,' or other
regularly scheduled point of collection_,] for
delivery to the Mscal Division, Payroll
Branch prior to 1600 hours, the first normal
work day of each pay period."

2. The purpose of this revision is to specify that Time
and Attendance Reports will be collected by the regular courier
service from each office registry or scheduled point of collection,
and not by special couriers. Recent experiences indicate that
some offices do not understand this procedure,

25X1A
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

NOTICE
NO. February 1952

SUBJECT: Clarification of Procedure

1. Reference is made to CIA Regulation [:::::::l dated 25X1A
29 December 1951,

2. Paragraph A (2) thereof is restated as follows:

<) "The Administrative Services Office Lourier
3ystem (as for check delivery) will be used to
collect the Time and Attendance Reports from[§ach
office 'registry,' or other regularly scheduled
point of collectiog;}for delivery to the TFiscal
Division, Payroll Branchy prior to 1600 hours,
the first nommal work day of each pay period,"

S¢
4‘;,
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Sceuriby Tnformation

GNTRAL INPELLIGENCH NGINCY REGULALION ‘ NUMBER | 25X1A
A9 Kew 185

P5X1A |:| TIME AND ATTENDANCE REPORTS

A. In orvder to expedite the trunsnission of mime and Attendence Reports
(Form No. 3h-42, August 195L) to the Fiscal Division, Payroll Branch,
which is necessdry to assure prompl delivery of pay checks, the

following procedures are placed into effect:

(1) Administrative Officers will assemble Time and Attendance Reports
for the previous P&y period prior to 1400 hours the first normal
work day of each pay period.

(2) The Administrative gervices Office courier system (as for check
delivery) will be used Lo obtain the Time and attendance Reports
from eaci Administrative officer for delivery to the Tiscal Division,

Payroll pranch prior to 1600 hours, the first normal workday of each

pay period.

(3) The block entitled npelephone’, on Form No. 34-h2 need not. be filled
iu, However, each Ooffice shall report the name and telephone number
of the senior Time and Attendance Clerk for each of its allotment
accounts to the Fiscal Division, Payroll Branch.

(4) It is not necessary for an employee to initial his Time and Attendeance
Report for overtime OT holiday time worked.

B. Delays in submitting Time and Attendance Reports may be avoided by having
employees initial them prior to taking or immediately upon returning to
duty from leave.

¢. This procedure is intended to provide courier service for the pick-up of
Time and Attendance Reports. However, if the reports have not been picked
up or mede available to & courier by 1400 hours, it will be the responsibility
of the administrative officer concerned to immediately utilize other means
for delivering Time and Attendonce Reports TO the Fiscal Division, Payroll
Branch.

25X1A

Effective: 49 Qo 5|
(Administraé&on)
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11 February 1952

MEMORANDUM FOR: Acting Deputy Director (Administration)

SUBJECT : Proposed Regulation No.[ | Protection

and Utilization of Government Property.

The attached regulation was proposed by Mr. Garrison
as a Notice. However, as the situation and philosophy con-
tained therein is likely to be & continuing policy of the

25X1A Agency, I suggest . "at it be issued as a Regulation in the
[Jseries of the ClA Manual. Mr. Garrison has agreed
orally to this type of publication.

W. L. PEEL
Chief, General Services

Atteh.

KES b e

te inforith
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Security Informetlon 25X1A

SNTRAL INTELLIGENCE AGENCY REGULATION NUMBER

a7 5‘4%«7 JPERY

25X1A |:| PROTECTION AND UTILIZATION OF GOVERNMENT PROPERTY.

A. In order to minimize losses resulting from damage to Government property and
to effect adequate utilization of such property, supervisory personnel will
ensure that:

(1) office machines are used only on proper stands or the typing pedestal
of a typist desk. They should not be placed on top of filing cabinets
or on the floor where they may be easily damaged.

(2) Care is exercised to prevent damage in the movement of office machines
and.other property from one location to another.

(3) Defective furniture and equipment is promptly reported to the Pro-
curement and Supply Office, Supply Division, [ |in order that
repalr or replacement may be effected.

(I) Office machines are kept covered when not in use to prevent demage by
accunmulation of dust and other abrasives. Additional covers may be
requisitioned from stock.

(5) Machines and other items of equipment in excess of needs are reported
to the appropriate Building Supply Officer.

B. (1) Reguests for executive furnishings will be forwarded to the Chief, Supply
Division, Procurement and Supply Office, for approval before issuance.
When available, executive furnishings will be supplied to:

(a) Assistant Directors, Office heads and their immediate staffs,
grade GS-15 or above.

(b) Employees who are classified as GS-15 or above, but not falling
within the above category, may be issued executive type furnishings
upon the written request of the Office head concerned.

(¢) Secretarial staffs supporting individuals within the above cate-
gories.

(2) Assistant Directors and Office heads will take necessary action to:

(a) Ensure proper utilization and distribution of executive type
furnishings within their jurisdiction.

(b) Effect replacement with Class "C" furnishings of all executive
furnishings whenever it is found that such executive furnishings
are being utilized by employees other than those specified in
paragraph B (1) (a), (b), (c), above.

C. Items of office furniture and equipment will be replaced only when it is
determined that such replacement is essential for the efficient and economical

-1-
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CENTRAL INTELLIGENCE AGENCY REGULATION NUMBERl |
a7 Febrcaw 52

performance of the functions of the Agency and when it is determined that
satisfactory repalr cannot be accomplished.

D. The Procurement Office will conduct periodic surveys to determine that Govern-
ment property, including executive furnishings, is being properly utilized and
adequately protected.

25X1A

éputy Direct Effective: 2 7 :IM LY
(Administration)
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